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Mailbox is Over its SIZE LIMIT

My Mailbox is If you have ever received this message from your System Administrator
Too Big telling you that your mailbox has exceeded the 15MB user limit, then
this job aid is for you.

Step Action

1.| You must first understand that your ~ Messages or Archive
(messages.pst) folder is not at issue. Currently, there is no
limitation on the size of this file. A practical size limit of
150MB is recommended because .pst files can become unstable
beyond that size.

2.| The file we are concerned with is your “Outlook Today’’-
(Mailbox with your name.)

Inbox &

Folder List X| !| ] |\7|Q‘From |Subject |Received l;
@ “Messages

-1 Archive Folders

-6 Mailbax - IRC, Help

EI@I Outlook Today - [Maibox - Lorange, David]
4% Calendar

% Cortacts

(7 Deleted ltems

4B} Drafts

(ﬁ Joumnal

{2 Notes

8 Dutbew

{2 PacketMinor

473 Sent ltems

A Tasks

[]--@ Mailbx - SmartForce

-0 Public Folders

There are no items to show in this view,

3. | This mailbox is an online storage account. It resides on the
exchange servers. Each user is limited to 15MB in size. You
will not be able to send e-mail if it exceeds 20MB. Your
mailbox delivery should be sent to this mailbox folder, not your
(.pst or ~ messages). Outlook Today will always be assigned to
the servers to which mail is delivered. The Outlook Today icon

@ should be in front of your Mailbox; if not your delivery is
not correctly set. (Come and see the IRC staff). If correctly set
you icon should look like this:

- d@ Ciuatlool, Today - [Mailbos - Lorange, D avid]
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4.| Now you should find out the size of your Mailbox folder by
right clicking on the Mailbox- user name service in the folder
list window.
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5.| As in the screen shot above, select properties for “Mailbox —
user name”’. You will now see the below screen shot:

| Mailbox - Lorange. David Properties EHE

Gereral |H0me Page I Permissions I

Type: Folder containing Mail Ikems
Location:  Microsoft Outlook

Descripkion:

When posting ko this folder, use: IPost 'l

¥ automatically generate Microsoft Exchange views

Folder Size... | Advanced. .. |
0K I Cancel | Al | HElR |

6. | Click on the button Folder size in the lower left hand corner.

The below should appear:
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Folder Size [ 7 x|
Folder Size for: Mailbos - Lorange, David|
Folder Size: 1] 4

Total Size (Fld+5ubFld): 959k

SubFalder Mame | Size(FldiFld-+5ub) -

Calendar 360K, 360K,

Contacts 117K 117K

Deleted Items 1K1K

Drafts QK 0k

Inbe: 1K1K e
Journal 1K1K

Mokes 1K1K

kb Ok 0k, ll

Close |

7.| This dialog box (see above) will give you the information as to
which folders are large in size and must be emptied to get you
under the 15MB limit. The two folders most commonly known
to cause this problem is the “deleted” items folder and the
“Sent” items folder. You must select all the items in the folder
and delete them or move them to your corresponding folder in
your ~ message personal folder. Please be sure to check your
“deleted” items folder before you leave and delete them as well.
This will allow you to keep your Mailbox folder empty and
under the 15MB allowance.
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